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Funding

Funding Process

The Funding Document data will be input by the Budget Division.

Funding of Direct Allotted Work Items (the attaching of funds to a
Work Item) will be completed by the OTP&P. Reimbursable, as well as
Revolving Fund (overhead), work items will be funded by the Budget
Office.

To complete the above processes, a variety of permissions must be
granted to the user in the Access Control Table, Screen 10.1. Please speak
with your Database Administrator for assistance.

After Funding is attached to a Work Item, you will have what is termed
as a “Funded Work Item.” Work Items which are created but not
specifically funded are termed “Ordering Work Items.”

The Funding related task, which the Responsible Employee must
complete, is the Funding Authorization Assignments for the Work Item
he/she owns. On these screens, the Responsible Employee will establish
permissions for people to originate, approve, and certify purchase
requests. To perform this process, the user should have the following
permissions set in the Access Control Table, Screen 10.1: Technical
Approver and PR&C Authorized Assignor.

A brief description of the terms follow.

Originators

These people are allowed to cite a particular funding account when
originating a purchase request. There can be more than one originator for
a specific funding account. You have the option of list&ly. This
allows anyone who has access to CEFMS the authority to create a
purchase request citing your funding account. The approval process
would still be performed by the personnel you specify (8¢@roving
Fiscal Managerbelow).
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Approving Fiscal Manager

This permission allows a person to approve purchase requests that have
already been originated. It is recommended that more than one approver
be designated for a specific funding account, so work will not be
interrupted when certain individuals are on TDY, etc. Usually, these
people will be the same ones in your organization who now approve
requests for goods and services.

Funds Certification

These will be the people who can certify a previously approved
purchase request. This will usually be someone in the Directorate of
Resource Management.

Purchase Authorizations for PR&C Originators

From the CEFMS Main Menu, type

Financial Management Functiongnter

3
5 Financial ManagemengEnter
3 Funding Enter

8 PR Authorization Assignment&nter
3 PR&C Originator Enter

You will now be at Screen 2.33.

= Cefms-HHG v|=
v2. 1.1 WORK ITEM-FPR&C ORIGINATOR ASSIGHMENT SCREEW

WORK ITEM CODE: [N
ID NUMBER: NAME:
SIGMATURE:

ITEM CODE:
ID NUMBER:
SIGNATURE:

ITEM CODE:
ID NUMBER:
SIGNATURE:

ITEM CODE:
ID NUMBER: NAME:
SIGNATURE:

CTRL-F1 = Enter from PROMIS file
F? CREATE RECORD <END> GCOMMIT —— Fi8A EXIT —— CTRL-F1i@ HENU

Enter work item code. F4 for list.

Count: 8 <Replace >
Exit: ALT-FiB

Screen 2.33

The Responsible Employee must enter the PR&C Originator
information.

Press thd-9 key to create a new record.
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Work ltem

Select the appropriate Work Item Code by typing in therk item
number or pressing thié4 key for a list screen. You may query on your
Work Item number. PresB2, enter the Work Item number, and prds3
to execute. PresBnter to select.

ID Number

Select the appropriate ID humber (by pressing fdekey for a list
screen and performing a quePR2, the desired last name% and pressing
F3 to execute) for the employees you want to originate purchase requests
under this Work Item Code. If you choose, you may enter the walrt .
PressEnter.

Press th€&end key to commit.

If you choose not to use the woALL , but want to have multiple
employees designated to originate purchase requests, predewme
arrow key to go to the next block.

PressF9 to create a new record.
Enter the Work Item number and another employee’s ID.
Press thé&end key to commit.

Continue the process listed above until all necessary employees are
designated. Remember to press thed key after each employee ID is
added to the record.

PressF10 to exit.

Purchase Authorizations for PR&C Approvers

From the CEFMS Main Menu, type
3 Financial Management FunctionSnter
5 Financial Management&nter
3 Funding Enter
8 PR Authorization Assignment&nter
4 PR&C Approving Fiscal ManageEnter
You will now be at Screen 2.31 (see next page).

The Responsible Employee must enter the Approving Fiscal Manager
information.

Note: For those employees who will be purchasing items using a VISA
Credit Card and completing the CEFMS process, please remember to

C3
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Cefms-HHG
2 — UWORK ITEM-PR&C AFPROVING FISCAL MAWAGER ASSIGHNMENT SCREEN — 2.31

ITEM CODE: NN
ID NUMBER:
SIGNATURE:

ITEM GODE:
ID NUMBER:
SIGNATURE:

ITEM CODE:
ID NUMBER:

NAME:

SIGNATURE:

ITEM CODE:
ID NUMBER: NAME :
SIGNATURE:

CTRL-F1 = Enter from PROMIS file
F? CREATE RECORD <END> GCOMMIT —— Fi8A EXIT —— CTRL-F1i@ HENU

Enter work item code. F4 for list.
Count: 8 <Replace >
Exit: ALT-Fi@

Screen 2.31

add these individuals as Approvers for the funding accounts they will
use.

Press thd-9 key to create a new record.

Work Item

Select the appropriate Work Item Code by pressingRHdey for a list
screen. You may query on your Work Item number. Prie3senter the
Work Item number, and preds3 to execute. PresEnter to select.

ID Number

Select the appropriate ID number (by pressing fdekey for a list
screen and performing a quePR2, the desired last name% and pressing
F3 to execute) for the employees you want to approve purchase requests
under this Work Item Code. Preg&ster.

Press théend key to commit.

It is generally desirable to designate more than one approver to prevent
work interruption due to absence of the approving official.

Press thalown arrow key to go to the next block.
PressF9 to create a new record.

Continue the process listed above until all necessary employees are
designated. Remember to press Hrad key after each employee’s ID is
added to the record.

PressF10 to exit.
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Purchase Authorizations for PR&C Funds
Certification

From the CEFMS Main Menu, type

Financial Management FunctionBnter

3
5 Financial ManagemengEnter
3 Funding Enter

8 PR Authorization Assignment&nter
5 PR&C Funds CertificationEnter

You will now be at Screen 2.32.

L L

= Cefms-HHG hd
v2.1.1 — WORK ITEM-PR&C FUNDS CERTIFICATION ASSIGHNMENT SCREEN

WORK ITEM: N

APPROP SYMBOL:
ID MUMBER:
SIGNATURE:

WORK ITEM:
AFPPROF SYMBOL:
ID MUMEER:
SIGNATURE:

WORK ITEM:

APPROF SYMBOL:
ID NUMBER: NAME:
SIGNATURE:

F? CREATE RECORD —— <END» COMMIT —— FiB EXIT —— CTRL-FiB@ MENU

Enter a valid work item code or ‘ALL * for all work items. F4 for list.
Count: 8 <Replace >
Exit: ALT-Fi@

Screen 2.32

The Responsible Employee must enter the Certifying Fiscal Manager
information.

Note: For those employees who will be purchasing items using a VISA
Credit Card and completing the CEFMS process, please remember to
add these individuals as Certifiers for your funding accounts they will
use.

Press F9key to create a new record.

Work ltem

Select the appropriate Work Item Code by typing in the work item or
by pressing thé-4 key for a list screen. You may query on your Work
Item number. PresB2, enter the Work Item number, and prds3to
execute. PresEnter to select. You also have the option of entering the
word ALL to assign permission for this individual to certify all purchase
requests of Work Items assigned to you.
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Approp Code

Select the appropriation code from tkd list screen or type it in if you
know it. You also have the option of enterirgd.L .
ID Number

Select the appropriate ID number (by pressing Fdekey for a list
screen and performing a quePR2, the desired last name% and pressing
F3 to execute) for the employees you want to certify purchase requests
under this Work Item Code. Pre&snter.

Press th€end key to commit.

If you want to have multiple employees designated to certify purchase
requests, press ttodown arrow key to go to the next block.

PressF9 to create a new record.

Continue the process listed above until all necessary employees are
designated. Remember to press Hrad key after each employee’s ID is
added to the record.

PressF10 to exit.

Modifications to Permissions

After you have created authorization assignments for the Work Items, it
may be necessary for you to add or delete individuals from the list. Select
the appropriate menu option for the type of permission you wish to change
and make the modification.

To Delete an Individual
Query the Work Item by using thie4 list screen and the query
operation if necessary.

Press thalown arrow key until you arrive at the block of the
individual you wish to delete. Pre&hift F5, and then presknd to
commit.

To Add Individuals

Query the Work Item by using thié4 list screen and the query
operation if necessary.
PressF9 to create a new record. Enter the appropriate data.

PressEnd to commit.
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Create a Customer Order

» All Customer Orders come into tHgéudget Division, Directorate of
Resource Management (DRM)jia fax or mail.

¥ TheBudget Divisionsends the order to thResponsible
Organization

# TheResponsible Organizatiomstablishes &vork Item and
Resource Plan.

» TheResponsible Organizatioresponds to the Budget Division,
providing the Work Item number and the authorization for Budget
Division to accept the order.

# TheBudget Divisionenters the Customer Order information into the
system and attaches the funding.

From the CEFMS Main Menu, type
3 Financial Management FunctionSnter
5 Financial ManagementEnter
3 Funding Enter
4 Customer OrdersEnter
3 Create a Customer Order or Amendmeanter

You will be on Screen 2.13 (see next page).

Customer Order No.

To create a new customer order, enter thuistomer order number and
pressEnter.
Amend No.

This item populates automatically.

Order Type

Enter one of the following optionsk for Economy Act,P for Project,
or Sfor Service. Presg&nter.
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— CEFMS |
v2.1.? —— — CUSTOMER ORDER— ORDER INFORMATION
CUSTOMER ORDER HO: FUND TYPE:

AMENDMENT HNO: ORDER TYPE:
ISSUED TO: ISSUED BY:

GENERAL LEDGER PERIOD:
APPROUING
OFFICER'S NAME:

TITLE:
APFROUVAL DATE: TOTAL ORDER AMOUNT: 5
CERTIFIED DATE:
ORDER EXPIRATION DATE: ADVANCE ACGOUNT HUMBER:

CTRL-F1 Item List
CTRL-F? Routing List

— PGDN WHT PAGE ————— <{END> COMMIT — Fi18 EXIT
Enter new Customer Order number,. or press <F4> for list of existing ones.
Count:= =8 <Replace >
it: ALT-F18
Screen 2.13
Issued To

This is the organization receiving the customer order. PFest
select the organization from a list screen. PrE&g0 enter the query,
type thename of the organization%, and pres$-3 to executepr you
may pressTab to move to a field such as Office, and enter the
organization code%, and pres$3to execute. With either query method,
use thedown arrow key if necessary to choose the proper organization.
PressEnter to select. PresEnter.

Issued By

This is the organization requesting work on the Customer Order. This
step is critical since it allows easy tracking of your reimbursable customer
base. PresB4 to select the organization from a list screen. Prie2do
enter the query, type theame of the organization%, and pres$3to
executeor you may presgab to move to a field such as Office, and enter
the organization code%, and pres$-3 to execute. With either query
method, use thdown arrow key if necessary to choose the proper
organization. PresEnter to select. PresEnter.

Officer's Name

Type the Issuing Officer's name as given on the customer order. Press
Enter.

Title

Type the Issuing Officer’s Title as given on the customer order. Press
Enter.
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Approval Date

Enter the date the customer order was approved to be sent. Enter the
date in the formaDD-MON-YR, and pres€nter. To accept the current
date, pres$4 and pres€nter.

Certification Date

Enter the date the customer order was certified. Enter the date in the
formatDD-MON-YR, and pres€nter. To accept the current date, press
F4 and pres€nter.

Order Expiration Date
Enter the date the customer order will expire in the format
DD-MON-YEAR. PressEnter.

Advance Account Number

Enter theadvance account numberand pres€nter, or press=4 for a
list of valid numbers, and select one by pressikmter. This is an
optional field; you also have the option of pressigter to bypass.

You will be on Screen 2.13.2.

— CEFMS 7
v2.1.? ——  CUSTOMER ORDER — POINTS OF CONIACT
CUSTOMER ORDER HO: FUND TYPE:

AMENDMENT HNO: ORDER TYPE:
TECHNICAL POINT OF CONTACT: FINANCIAL POINT OF CONTACT :
NAME: NAME:
ADDR: ADDR:

L1

CITY: CITY:

CORPSHAIL: CORPSHAIL:

OFC SYM: OFC SYM:
PHONE #i: PHONE #:
FAX #: FAR #:

PGUP PRU PAGE — PGDN NXT PAGE — <END> COMMIT — F18@ EXIT — CIRL-F18 MENU

Please enter name of Technical POC.
Count:= =8 <Replace >
it: ALT-F18

Screen 2.13.2

Technical Point of Contact

Enter the following information for the technical and financial points
of contact. Be sure to pregnter after each entry.

» Name:

» Address:

» City:

» State:

» Zip:

Funding



» Corpsmail:

» Office Symbol:
» Phone No.

» Fax No.

Financial Point of Contact:

Y

Name:
Address:

City:

State:

Zip:
Corpsmail:
Office Symbol:
Phone No.
Fax No.

YV VY ¥V V V¥ Y

PressEnter.

You will be on Screen 2.13.3.

— CEFMS 7
CUSTOMER ORDER - REMARKS
CUSTOMER ORDER HO:
AMENDMENT NO:

Ak

REMARKS =

PGUP PRU PAGE <END> COMMIT Fi8 EXIT CIRL-F18 MENU

<Replace>

Screen 2.13.3

Enter any remarks pertaining to this customer order. PEsgsr.
PressEnd to commit.
PressPageUpuntil you return to Screen 2.13.

PressCtrl + F1 to enter the details of the customer order (create the
line items).

You will be on Screen 2.13.5 (see next page).
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= CEFMS 7
v2.1.? CUSTOMER ORDER — ITEM NUMBER DETAIL SCREEN
CUSTOMER ORDER HO: FUND TYPE:
AMENDMENT HNO: ORDER TYPE:
ITEM NO:
DESGRIPTION:

UNIT OF MEASURE:

L1

QUANTITY UNIT PRICE
PREUIOQUS =
REUVISED:
INCREASE ~ DECREASE:
CONUS S&A == OCONUS S&A x:

PGUF PRU PG — PGDN NXT PG — — <END> COMMIT — CTRL-F18 MENU

Enter line item number. with leading B's if desired.
HEE <Replace >
it: ALT-F18

Screen 2.13.5

Item No

Enter line item number. Pred&nter.

Description

Enter the description of line item. PreEster.

Unit of Measure
Enter the unit of measure. PreBster.

If you have choserservicesthe cursor will go directly to the amount
field where you will type in the amount (e.g., 100). PreBster End.

If you have choseiisoods you will need to type in the Quantity, press
Enter; Unit Price, pres€nter; End.
Increase/Decrease

Enter quantity (if applicable) and pre&snter.

Enter the amount. Pre&nter.

PressPageDown

Note: Generally, there is one line item per customer order; however,
there is the option to enter more line items if there is more than one
assignment.

PressPageDown
You will be on Screen 2.13.6 (see next page).

Enter the following source appropriation information. All information
will be found on the Government Order. Be sure to prEsser after each
entry. This information is for the Requesting Organization.

Funding



= CEFMS -

v2.1.? CUSTOMER ORDER - SOURCE APPROFPRIATION DATA
CUSTOMER ORDER HO: FUND TYPE:
AMENDMENT HNO: ORDER TYPE:
ITEM NO:

APPROP DEPT: ¢ LOCATION CODE:
TRANS DEPT: BAAN:
APPROP FY¥: PROG PROG ORDER NO:
APPROP SYMBOL: PROJEGT CODE:
APPROP LIMIT: SELLER CODE:
CFY REIMB SRC: MDEP CODE:
FISC STATION: BUDGET LI NO:
ALLOTMENT = GIU GGS CODE:
PROGRAM YEAR:
MGT STRUCTURE:
APPROP EXPIRES: APPROP ADJUST EXP DATE:
OPR AGENCY:
EOR CODE:

PGUP PRV PAGE ———————————————  CIRL-F18 MENU

L1

Press <F4> for list of approp dept codes.

Count:=: =8 <Replace >
it: ALT-F18

Screen 2.13.6

Approp Dept

Trans Dept

Approp FY

Approp Symbol

Approp Limit

CFY Reimb SRC (system will generate this field after approval)
Fisc Station

Allotment

Program Year

Mgmt Structure (Mandatory Field)

Expiration Date (used to determine expiration of appropriation)

Y ¥V ¥V ¥V Vv ¥V ¥V ¥V ¥ Y V¥V ¥

Opr Agency
» EOR Code
PressPageUp to return to Screen 2.13.5, and prdssd to save.
PressF10to return to Screen 2.13.
PressCtrl + F9 to the Routing List screen (2.13.11 (see next page)).
On this screen you will select the individuals that will perform the
following approvals on the customer order:
Technical Approval Routing

PressF4 for a list screen. Preds2 to query, typethe desired last
name%, and pres$3 to execute. When the screen populates, use the
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Ak

= CEFMS 7
v2.1.7 ——  CUSTOMER ORDER - ROUTING LIST
CUSTOMER ORDER HNO: FUND TYPE:
AMENDMENT NO: ORDER TYPE:

TECHNICAL APPROVAL ROUTING:
NAME:

ROUTED? : DATE ROUTED:
DATE APFROUED:

FINANCIAL APPROUVAL ROUTING:
NAME: ROUTED? = DATE ROUTED:
DATE APFROVED:

ACCEPTANCE ROUTING:
NAME: ROUTED? = DATE ROUTED:
DATE ACCEFTED:

PGUP PRU PAGE <END> COMMIT Fi18 EXIT CIRL-F1@ MENU

Count: ]l <Replace>
Exit: ALT-F18

Screen 2.13.11

down arrow key if necessary to choose the proper individual. Piester
to select.

Financial Approval Routing

PressF4 for a list screen. Preds2 to query, typethe desired last
name%, and pres$3 to execute. When the screen populates, use the
down arrow key if necessary to choose the proper individual. Piester
to select.

Acceptance Approval Routing

PressF4 for a list screen. Preds2 to query, typethe desired last
name%, and pres$3 to execute. When the screen populates, use the
down arrow key if necessary to choose the proper individual. Piesger
to select.

PressEnd to commit. Pres$&10to return to the Menu Screen. At this
point, an electronic mail message will be sent to the Technical Approver,
notifying them they have a Customer Order to process.

Technical Approval of a Customer Order

From the CEFMS Main Menu, type
3 Financial Management FunctionSnter
5 Financial ManagemengEnter
3 Funding Enter
4 Customer OrdersEnter
5

Technically Approve a Customer Ordétnter

Funding



Funding

You will be on Screen 2.13

L1

— CEFMS 7
v2.1.? —— — CUSTOMER ORDER— ORDER INFORMATION
CUSTOMER ORDER HO: FUND TYPE:

AMENDMENT HNO: ORDER TYPE:
ISSUED TO: ISSUED BY:

GENERAL LEDGER PERIOD:
APPROUING
OFFICER'S NAME: TITLE:
APPROVAL DATE: TOTAL ORDER AMOUNT: 5
CERTIFIED DATE:
ORDER EXPIRATION DATE: ADUANGE AGCOUNT NUMBER:

CTRL-F1 Item List
CTRL-F? Routing List
— PGDN WHT PAGE ————— <{END> COMMIT — Fi18 EXIT

Enter new Customer Order number,. or press <F4> for list of existing ones.
Count:= =8 <Replace >
it: ALT-F18

Screen 2.13

To complete this process, the user must have Customer Order Technical
Approver permission in the Access Control Table, Screen 10.1.

Customer Order No.

Pressk4 for a list of customer orders and/or amendments to technically
approve, and predsnter to select.

The screen will populate with the header information for the customer
order.

PressCtrl + F1to access the Customer Order Item List (Screen 2.13.4).

L1

— CEFMS 7
v2.1.? —— CUSTOMER ORDER — ITEM LIST SCREEN ————
CUSTOMER ORDER HO: FUND TYPE:

AMENDMENT HNO: ORDER TYPE:

ITEM NO DESCRIPTION
>

CTRL-F3 Item Numbher Detail
FGUF PRV PAGE — — <END> COMMIT — Fi8 EXIT — CIRL-F18 HMENU

Count:= 1 <Replace >
Exit: ALT-F1@

Screen 2.13.4

Ci4



PressCtrl + F3 to access the Customer Order Item Detail Screen
(2.13.5).

L1

= CEFMS 7
v2.1.? —— CUSTOMER ORDER - ITEM NUMBER DETAIL SCREEN
CUSTOMER ORDER HO: FUND TYPE:
AMENDMENT HNO: ORDER TYPE:
ITEM NO:
DESGRIPTION:

UNIT OF MEASURE:

QUANTITY UNIT PRICE

PREUIOQUS =

REUVISED:

INCREASE ~ DECREASE:
CONUS S&A == OCONUS S&A x:

PGUF PRU PG — PGDN NXT PG — — <END> COMMIT — CTRL-F18 MENU

Enter line item number. with leading B's if desired.
HEE <Replace >

it: ALT-F18

Screen 2.13.5

PressCtrl + F4to access the Customer Order Assign Work Item Screen
(2.13.7).

L1

= CEFMS 7
v2.1.? — CUSTOMER ORDER — ASSIGN WORK ITEM SCREEN
CUSTOMER ORDER HO: FUND TYPE:
AMENDMENT HNO: ORDER TYPE:
ITEM NO: LINE ITEM TOTAL:
LINE ITEM AUAIL:

COEMIS WORKCODE: [N
VORK ITEM CODE:
RESOURCE PLAN:

WORK ITEM AMOUNT :
PREUIOUS =

NEW:
INCREASE ~ DECREASE:

PGUP PRU PAGE — PGDN APPROVAL — <END> COMMIT — F18 EXIT — CIRL-F18 MENU

FRM-48358@: Query caused no records to bhe retrieved.
Count:=: =8 <Replace >
it: ALT-F18

Screen 2.13.7

Work Item Code

Enter thework item code and pres€nter.

Resource Plan

This will automatically populate with the number of the Baseline or
Current resource plan number.
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New Amount

Enter the dollar amount for this work item, and pré&sster. Press
End.

PressPageDownto move to the Approval Screen (2.13.8).

L1

= CEFMS 7
v2.1.? ———  CUSTOMER ORDER - ACCEPTANCE SCREEN
CUSTOMER ORDER HO: FUND TYPE:

AMENDMENT HNO: ORDER TYPE:

TECHNICALLY APFROUED: [
FINANCIALLY APPROUED:
ACCEPTING OFFICER:
TITLE:

TOTAL AMENDED AMOUNT : TOTAL ORDER AMOUNT :
ADDNL REQUESTED FUNDS:
EXCESS FUNDS:

TARGET OBLIGATION DATE:
DIRECT CITE OBLG DATE:

CTRL-F5 Customer Order Info Screen
CTRL-F? Routing List
PGDN FINANCING INFO <END> COMMIT Fi@ EXIT CTRL-F18 HMENU

Enter a ¥ to technically approve this amendment. M to reject it, or D to delete.
HEE <Replace >
it: ALT-F18

Screen 2.13.8

You may, at this point, presg, Enter, andEnd to technically approve.

At this point, an electronic mail message will notify the Financial
Approver that he/she has a Customer Order to process.

Financial Approval of a Customer Order

From the CEFMS Main Menu, type
3 Financial Management FunctionEnter
5 Financial ManagemenEnter
3 Funding Enter
4 Customer OrdersEnter
6 Financially Approve a Customer OrdeEnter
You will be on Screen 2.13 (see diagram page C14).
To complete this process, the user must have Customer Order Financial
Approver permission in the Access Control Table, Screen 10.1.
Customer Order No.

PressF4 for a list of customer orders and/or amendments to financially
approve, and predsnter to select.
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The screen will populate with the header information for the customer
order. Pres&nter. Enter the fund typeA for Automatic,F for Funded,
or E for Direct Funds cite (for military). Predsnter.

PressCtrl + F2 to move to Screen 2.13.9, where you will view the
billing and financing information. Preds4 to populate the Financing
Appropriation data. The FOA code will be selected from Screen 6.8. The
cursor will move back to Screen 2.13.9, and all fields will populate. Press
End to commit. Pres$ageDownto access Screen 2.13.10.

— CEFMS 7
v2.1.7 CUSTOMER ORDER — FINANCING APPROPRIATION
CUSTOMER ORDER HNO: FUND TYPE:
AMENDMENT NO: ORDER TYPE:

AFFROP DEPT: I
TRANS DEPT:
APPROP FY¥:
APPROP SYMBOL:
APPROP LIMIT:
FISC STATION:
ALLOTMENT =
MGT STRUCTURE:
OPR AGENCY:
FOA EROG:
PROGRAM YEAR:
REMIT TYPE:

FINANGING
FUND AUTH REC: PROGRAM: PROG AUAIL:
PGUP PRU PAGE PGDN NEXRT PAGE <END> COMMIT CIRL-F18 MENU

Ak

Press {F4> for list of valid financing appropriations.
C .

ount: 1 <Replace>
Exit: ALT-F18

Screen 2.13.9

— CEFMS 7
v2.1.7 —— CUSTOMER ORDER - BILLING INFORMATION
CUSTOMER ORDER HNO: FUND TYPE:

AMENDMENT NO: ORDER TYPE:

Ak

DEPARTMENTAL OUVERHEAD OUERRIDE: N : PAYMENT OFFICE:
GENERAL OUERHEAD OUERRIDE: ADDR:
DEBTOR TYFE CODE:
DEBTOR CLASS CODE:
TFO DISBURSE IND:
COLLECGTION TYPE:
ADUANGCE AGCOUNT NUMBER: COST SHARE PERCENTAGE: 3

ADU. ACCT. PURPOSE:
PGDN APPROUAL SCREEN PGUP PRU PAGE <END> COMMIT F18 ERIT

» 'Y’ to preclude departmental overhead charges.
I | <Replace>
it: ALT-F18

Screen 2.13.10
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Departmental Overhead Override

This is an optional field; you may pregnter to bypass (default idl).
You may enterY to preclude Departmental Overhead charges to the work
and pres€nter (Technical Indirect).

General Overhead Override

This is an optional field; you may pregnter to bypass (default il).
You may enterY to preclude General Overhead charges to the work and
pressEnter.

Debtor Type Code

Automatically populated.

Debtor Class Code

Automatically populated.

TFO Disburse

EnterY or N and pres€nter. This will determine how payment will
be made.
Collection Type

This item is automatically populated.

Payment Office

PressF4 for a list screen and query (preB&, type Disbursing Office,
and pres$=3) on the organization that is the Disbursing Office for the
District/Division that sent the customer order. Pré&sder.

PressEnd to commit.

PressPageDownto move to the Approval Screen (2.13.8, see diagram
page C16). Pres¥ to approve, oiN to reject the customer order. Press
Enter andEnd to commit.

PressF10to return to the Menu Screen. At this point, an electronic
mail message will notify the Customer Order Acceptance Individual that
he/she has a customer order to process.
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Acceptance of a Customer Order

From the CEFMS Main Menu, type
3 Financial Management FunctionSnter
5 Financial ManagemengEnter
3 Funding Enter
4 Customer OrdersEnter
7 Acceptance of a Customer Orddinter

You will be on Screen 2.13 (see diagram page C14).

Customer Order No.

PressF4 for a list of customer orders and/or amendments to accept, and

pressEnter to select.

The screen will populate with the header information for the customer
order.

PressPageUpto access the Approval Screen (2.13.8, see diagram page
C16).

PressY to accept oN to reject the customer order. Prdsster and
End to commit. This process populates the Funding Register. RBa$s
+ F6 to view the Funding Register. You will be on Screen 2.7.2. Press
Ctrl + F1to view the Funding Account, Screen 2.10.2 (see next page).
PressF10 until you return to the Menu Screen.

— CEFMS 7
v.2.1.1 FUNDING REGISTER CRERTE ~ UPDATE SCREEN

FAD-CUST ORDER NO: FUND TYFPE:
APPROP LIMITATION:
MGHMNT STRUCTURE:
LOCATION CODE: BUDGET AUTH ACCT MO:
PROC FROG ORDER NO: PROJECT CODE:
SELLER CODE: BUDGET LINE NO:
MDEFP CODE:
CIVIL CCS CODE:
PERIOD: ONE PERCENT IMD: FUND REG NO:
ADUANCE ACCOUT MUM: GCOST SHARE COMTROL NO:
WRK CAT-URK ELEM: 4

PREVIQUS BALAMNCE: UNREGISTERED AUTH:
INCREASE-DECREASE:

REGISTERED AMT : UNFUNDED PROGRAM:
PENDING WITHDRAW:
DIST. TO FUND ACT: FED. COST SHARE
UNDISTRIBUTED BAL: AMT REQD:

F? CREATE RECORD ————— CTRL-F1 Funding Account ——— F1@ EXIT

Ak

Funding register entries originating from a cust order cannot be changed.
Count: =l <Replace >
Exit: ALI-Fi8

Screen 2.7.2
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Funding

= Cefms-HHG hd
v2.1.14 FUNDING ACCOUNT CREATE . UPDATE SCREEN ——F— 2 _18.2
FUND AUTHACUST ORDER NO: AVAIL REGISTER AMT:
CUSTOMER ORDER ITEM HO:
APPROPRIATION: MGMT STRUCTURE: FUND TY¥PE:
EFFECTIUE DATE: SUB PERIOD: ONE PRCNT IND: FUND REG NO:

005311“3{ -.Inrtga RF OPR BUDG YR: ADUANCE ACCT NUM:
COST SHAREH: SPONSOR CASH: HON-CASH:
WORK CAT: ELEMENT :
PREU BAL: RP HUM:
INCR-DECR: REIMB SOURCE:
MEW BAL: MILITARY S&A RATES

AMOUNT AVAILABLE FOR OUERRIDE: | [NEGOTIATED:
REQUESTED: G CONUS =
APPROVED: QCOMNUS =
CERTIFIED:
FUND ACCT C0 ROLLOUER AMT:
NUMBER:

F? CREATE RECORD —— <END> COMMIT —— FiA EXIT —— PGDN MORE INFO —

CTRL-F1 — WORK BREAKDOWN FUNDING ACCOUNTS UIEW SCREEN

Enter the COEMIS UYorkcode.
Count: =l <Replace >
Exit: ALT-FiB

1

Screen 2.10.2

Updating an Existing Customer Order
This module will allow changes to existing customer ordeesore
approval.
From the CEFMS Main Menu, type
3 Financial Management Functiongnter
5 Financial ManagemengEnter
3 Funding Enter
4 Customer OrdersEnter
4 Update an Existing Customer Ordéinter

You will be on Screen 2.13 (see diagram page C14).

Customer Order No.

PressF4 for a list of customer orders and/or amendments, and press
Enter to select. Or, pressF2, typecustomer order number%, andF3 to
execute. Use thdown arrow key if necessary to choose the customer

order to amend, and pre&nter to select.

The screen will populate with the header information for the customer

order.

The screen navigation will depend on the information that needs to be
amended. Please refer to the Create a Customer Order section for detailed

instructions.

Once changes are made, the customer order will need to be technically

and financially approved, as well as accepted.
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Reprogramming of Funding

Each reprogramming request will be in writing (fax, memo, or e-mail)
to the appropriate office.
Budget Division

*» All reimbursable and direct revolving fund (e.g., Station Overhead,
Departmental).

¥ Provide customer order numbers and work items for reimbursable;
work item and parent for direct revolving fund.
Office of Technical Programs & Plans
» Direct Military and Civil
* Provide appropriation, AMSCO/CWIS number, and work items.

Final Bills

To return funds on customer orders, the Management Support Group
(MSG) will send notificationin writing through (1) the Principal
Investigator (PI), and (2) the Finance & Accounting (F&A) Division to the
Budget Division indicating the order number and the amount of be
returned. Thignust be signed manually by the Responsible Employee.

Funding



Print a Customer Order Acceptance (For Use By
the Accepting Officer)

From the CEFMS Main Menu, type
3 Financial Management FunctionSnter
5 Financial ManagemengEnter
3 Funding Enter
4 Customer OrdersEnter
11 Print a Customer Order Acceptandenter

You will be on Screen 6.7.2.

= CEFMS 7
vZ.1.1 CUSTOMER ORDER ACCEPTANCE PRINT SCREEN

SEL—- PREU CUSTOMER AMEND ACCEPTANCE ACCEPTOR NAME
ECT PRNT ORDER NO. NUMBER DATE FIRST LAST

L1

£Ctrl F1> PRINT ALL PREVIOUSLY UNPRINTED ACCEPTANCES — <{Pg Dn> TO PRINT

PRINT ~ LIST: GOPIES : PRINTER:
DAY¥S TO RETAIN PRINT FILE: 0K TO PROCEED?
<F2> QUERY —— <F3» ERECUTE QUERY ————— <F18> EXIT

Enter a query; press F3 to execute. F1A to cancel.

Count: =8 ENTER QUERY {Replace>
it: ALT-F18

Screen 6.7.2

PressF2 to query, typethe customer order number, and pres$3to
execute. The screen will populate.
Select

EnterX by the customer order you wish to print.

Note: Ctrl + F1 will print all previously unprinted customer orders.

PressPageDown

Print/List

PressP to print immediately ol to list to screen. Predsnter.

Copies

Enter the number of copies of the customer order you want printed.
The defaultis 1. PresBnter.

Funding Cc22



C23

Printer

Select the printer utilizing th&4 list screen, thalown arrow key to
choose, andEnter to select, or typédocl to print at the local printer. Press
Enter.
Days to Retain

Type the number of days to retain the print file. The defaultis 3. Press
Enter.
OK to Proceed

EnterY to print. Pres€nter.

The screen will move to the SQL*PLUS screen (a blue screen), and the
screen will prompt you when the printing is completed. Préager to
return to the CEFMS screen.

View a Customer Order

From the CEFMS Main Menu, type
3 Financial Management FunctionEnter
5 Financial ManagemengEnter
3 Funding Enter
4 Customer OrdersEnter
8 View a Customer OrderEnter

You will be on Screen 2.13 (see diagram on page C14).

Customer Order No.

PressF4 for a list of customer orders and/or amendments to view, and
pressEnter to select. Or, pressF2, type thecustomer order number%,
andF3 to execute. Use thdown arrow key if necessary to choose the
customer order, and pre&nter to select.

The screen will populate with the header information for the customer
order.

Follow the Message Line information to access the various screens.

PressF10to return to the header screen.

Funding



Labor Cost Transfers

Labor Cost Transfer Screen

From the CEFMS Main Menu, type
3 Financial Management FunctionSnter
5 Financial ManagemengEnter
11 Transfers Enter
3 Create Labor Cost TransfeEnter

You will be on Screen 2.62

L1

— CEFMS -
v2.1.1 —— LABOR COST TRAMSFER SCREEN —M

EMPLOYEE 1D:

PAY PERIOD EMD DATE:

INVALID CHARGE CODE: WORK ITEM: APPROP:
WORK DATE:

TYPE OF HOURS: SHIFT CODE: NUMBER OF HOURS:

Thiz process will transfer labor costs from the above work item

for the employee shoun to the work item cited bhelow. Only transfers
of labor hours hetuween charge codes may be handled through this
screen. Adjustments to time and attendance must be entered through
the Corps of Engineers Time. Attendance and Labor System (CETAL>.
Flease enter the justification for this cost transfer:

NEYW CHARGE CODE: WORK ITEM: APPROP:
APFROVED BY: 0ON:
<END> COMMIT ———  <F18> EXIT

Enter the employee’s id number for which you wish to transfer costs. F4 for list

Count:=: =8 <Replace >
it: ALT-F18

Screen 2.62

To complete this process, the user must have Cost Transfer permission
in the Access Control Table, Screen 10.1.

Employee ID

PressF4 for a list screen, you may perform a query on the Employee
Last Name. PresB2, type in theLastName%, and pres$-3 to execute.
Use thedown arrow key if necessary to choose the proper employee, and
pressEnter to select.
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Pay Period End Date

Enter the pay period ending date in the forndd-MON-YR and press
Enter, or pressF4 for a list screen of valid dates. Use tHdewn arrow
key if necessary to choose the proper employee, and [Eetay to select.
Invalid Charge Code

PressF4. The charge codes that were used for this particular employee
will populate. Use thelown arrow key if necessary to choose the proper
charge code, and pre&nter to select.

The following information will populate the screen: Work Date, Type
of Hours, Shift Code, and Number of Hours. Pré&$sto clear the field,
and enter thewumber of hours to transfer. PresEnter.

Justification

Enter the justification for the requirement of this labor cost transfer.
PressEnter.

New Charge Code

Enter thecorrect charge codeand pres€nter, or press-4 to select
the codes from a list screen. Prdsster.

PressEnd to commit. Pres$10to exit.

Note: Since cost transfers do not require an electronic signature, or
Responsible Employee (RE) approval, but do in fact, transfer funds,
WES requires the completion of the hard copy of Form 2520-E, which
must be signhed by both accounts’ REs. Please refer to the SOP for cost
transfers if you have questions.

Viewing Labor Cost Transfers

From the CEFMS Main Menu, type
3 Financial Management FunctionSnter
5 Financial ManagemengEnter
11 Transfers Enter
4 View Labor Cost TransferEnter

You will be on Screen 2.62 (see diagram on page C24).

Funding



PressF2 to query. Pres3ab to move to the field where you will
perform the query, type in theformation% (for example, Tab to
Employee ID, and type in EMP ID number), and préssto execute.

The labor cost transfers for the information queried will populate the
screen.

PressF10to exit to the Menu Screen.
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Cost Transfers Within FOA

From The CEFMS Main Menu, type
3 Financial Management FunctionEnter
5 Financial ManagemengEnter
11 Transfers Enter
5 Cost Transfer Within FOAEnter

You will be on Screen 7.4.6.

= CEFMS -

v2.1.1 —————————— TRANSFER FROM COST ACCOUN] —08M8M M — 7
TRANS ID: TRANS DATE:
ORDER WI: [N
COST ORG: PROPERTY ID:

FUND WI: PROPERTY PHASE:
WORK CAT:

WK CAT EL:
MOA CODE: FUND ACCT NO:
RES CODE:
ELEM RES: AMSCO:
COST TYPE: BAAN: PROJECT -
FUND AUTH: RES PLAN: LOCATION: SELLER:
FUND TYPE: PRON: BLIM:

CO ITEM:

APPROP: CIU CCS:

MDEP:

AUAIL AMT: GUM GOST AMT: WIP AMT:
TRANSFER AMT :
<F4> LIST COST ACCOUNTS — <PGDN> CREATE-VIEW TRANSFER TO SIDE — <Fi@> EXIT

Ak

Ordering work item must be selected from F4 list screen.
Count: =4 {Replace>
Exit: ALT-Fi8

Screen 7.4.6

Ordering Work Item

PressF4 to select the From Account work item. Prds2to query,
enter theWork Item code and pres$=3. The screen will populate. Scroll
through each record using tli®wn arrow key until you get to the record
with the Resource Code from which you want to transfers costs. Press
Enter to select.

Note: This is the work item used for “costing” the expenses against the
PR&C.

The screen will move to 7.4.6 and will populate.
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Transfer Amount
Enter theamount of the cost transfer. Pregnter.

You will now be on Screen 7.4.6A.

= CEFMS -
TRANSFER TO COST ACCOUNT
DO ¥OU WISH TO CREATE A NEW COST ACCOUNT? W TRANS DATE:
TRANS ID: GENERAL LEDGER FERIOD: TRANS AMT:
ORDER WI: 8
GOST ORG:
FUND WI: WIP:
FUND ACCT NO:

PROP ID:

4k

PROP PHASE:

vH
BAAN: PROJECT =
RES PLAN: LOCATION: SELLER:
PRON:

BLIN:
GIU GGS:

ERS : PHONE:
<F4> TO LIST —— <PGUF> TRAMSFER FROM —— <END> TO COMMIT — <F18> EXIT

'Y’ if this will he a new cost account, otherwise enter 'N’.

i <Replace>
it: ALT-Fi8

Screen 7.4.6A

Do You Wish to Create A New Cost Account?

EnterY or N and pres€nter.

Ordering Work Item

Type theWork Item code for the To account. Predsnter.

Cost Organization

Type theorganization codefor the To Account. PresBnter.

Funding Work Item
PressF4 to select the Funding Account. PreEater.

The Work Category Codes and Work Category
Element Codes have been established and tie directly
to the WES Mission responsibilities. The selection of
appropriate codes is extremely important. A listing
of the codes is at Section Y.

Work Category Code

PressF4. Use thedown arrow key to move to the desired code, and
pressEnter to select. Or you may also perform a query from thelist
screen. Pres$-2 to query,Tab to the Category field, type in the category
(ex.ALLO% for All Other Expense), and pre$s3 to execute.
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Work Category Element

This field is automatically populated when the Work Category is
entered. PresBnter

Resource Code

PressF4 for a list screen. Press tHe€2 to move into query mode. Be
sure to query on the code which corresponds to the item you are
purchasing (for exampl&SERVIC% for servicesOFCSUPL% for office
supplies). PresB3 to execute the query. Use tldown arrow key to
choose the correct code, and pr&sder to select. (This is similar to the
accounting elements in COEMIS.) Or you may type in the resource code.
PressEnter.

Note: Unless noted in justification, the “To” and “From” resource
codes should be identical.

EOR

Type the element of resource (EOR) Code that relates to the Resource
Code chosen above if you know it (e.g., 2500) and ptester. Or you
may pres$-4. The EOR code that corresponds to the previously chosen
resource code will populate. PreBster to select. (This is the object
class.)

Justification

Enter a justification, explaining the requirements for this cost transfer.
PressEnter.

PressEnd to commit. Pres$10 to exit.

Note: Since cost transfers do not require an electronic signature or
Responsible Employee (RE) approval, but do in fact transfer funds, WES
requires the completion of the hard copy of Form 2520-E, which will be
signed by both accounts’ REs. Please refer to the SOP for cost transfers
if you have questions.
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